
 
Section 11 – How to Enter a Separation Date 

(Industry Only) 
 
 

Introduction 

Separation Date Text Box:  Enter the separation date for a Person in the YYYY MM DD or YYYYMMDD 
format.  An entry in this field requires a Separation Code selection from the Separation Code drop-down 
menu.   

NOTE:  This date will serve as the date the person category is to be "separated" from JPAS. 

Separation Code Drop-Down Menu:  Highlight and select the appropriate Separation Code for the 
Person.  An entry in this field requires a Separation Date entry in the Separation Date field.  

 

Instructions
1. Log in as a User for the SMO for the employee you are separating. 

2. Click on Select Person (column on left). 

3. Enter person’s SSN. 

4. Click the Display Add/Modify Non-DoD Person radio button. 

5. Click the gray Display button. 

6. The Display Add/Modify Non-DoD Person screen appears (Figure 33a). 

7. Make sure the correct Organization code is listed in the Person Category text box.  If not, click on 
the drop down menu and highlight the correct Organization code.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Figure 33a:  Add/Modify Non-DoD Person screen 
 

 

8. Enter a date in the Separation Date text box.  (Figure 33b) 

NOTE: You can enter the actual date the person separated with the organization or you can use 
the current date. 

9. Click on the Separation Code drop down menu; highlight the appropriate reason code.  

 
 
 
 
 



 

Figure 33b:  Add/Modify Non-DoD Person screen 
  

 
 

10. Click the gray Save button. 

 


